
PHILIP MORRIS 

U.S.A. 

P.O. BOX 26603. RICHMOND. VIRGINIA 23261 TELEPHONE (804) 274-2000 

June 12, 1990 


Mr. Arthur J. Debaugh 
Hunton 6c Williams 
One Hannover Square 
Fayetteville Street Mall 
P. 0. Box 109 
Raleigh, NC 27602 


Re: PMUSA Records Management Employee Brochure 

The proposed content of the PMUSA Records Management Employee Brochure is 
inappropriate for use within Information Services (I.S.) because of the 
wording regarding individual record Inventories. 

I.S., at this time, is not requiring Inventories of individual records. We 
have, however, implemented all other aspects of the Records Management Program 
and will have completed an audit of compliance by the end of June, 1990. The 
majority of “official company records 1 * retained within I.S. are computerized 
records that are inventoried and managed by computer systems. However, types 
of individual records retained within I.S. are relatively few compared to 
other PMUSA departments, therefore, the need for a centralized, individual 
record inventory does not seem appropriate or required. 

I believe previous drafts of this brochure were not quite as adamant or 
specific regarding Individual record inventories and could have been 
interpreted and used within I.S. However, as stated previously, the current 
version Is unacceptable for I.S. 

Please call if you need additional clarification. 


cc: 

E. W. Reese 
S. E. RIkerson 
J. G. Royall 
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